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 Administrative Assistant 1 

 

The Tennessee Department of Treasury impacts the lives of Tennesseans every day. We 

safeguard Tennessee taxpayer dollars, teach citizens to make financial decisions, manage 

approximately $50 Billion Dollar assets in house for the State of Tennessee pension fund, 

provide retirement coverage to State employees, and return abandoned property.  

 

DESCRIPTION: 

 

The Criminal Injuries Compensation section of the Claims Administration Division provides 

financial assistance to crime victims or in the case of the victim’s death, their dependent 

relatives.  

 

RESPONSIBILITIES:  

 

 Provide accurate and efficient data-entry of claims 

 Meet deadlines provided by procedure and statutory requirements 

 Assist with high volume telephone inquiries regarding criminal injuries compensation 

and claims 

 Perform duties related to the electronic work flow and document system 

 

MINIMUM QUALIFICATIONS: 

 

 Graduation from 2 year accredited college or university 

 Associate’s degree in business, paralegal, criminology, or related degree 

 One year of experience in a full time administrative work 

 

To apply, submit your resume by April 18, 2015 to: 

Treasury.Resumes@tn.gov 

The State of Tennessee is an Equal Opportunity Employer. 

 


